NOTICE OF INTENT

Student Financial Assislance Commission
Office of Student Financial Assistance

Bylaws

The Louisiana Student Financial Assistance Commission (LASFAC), the statutory body created by R.S.
17:3021, et seq., in compliance with §952 of the Administrative Procedure Act, advertises its intention
to adopt bylaws 1o govern the commission, its meetings, officers and executive staff, order of business,
committees, communications to the commission, rights, duties and responsibilities of the executive staff,
responsibilities of commission members, amendment or repeal of bylaws, rules and regulations.

Part [ Bylaws of the Louisiana Student Misizhenzle Commission
Article 1. Definitions and Authority

Chairman of the Commission (as used in these bylaws). the executive secrelary to the governor or
his/her designee, who shall serve as ex oificio chairmen of the commission.

Director(as used in these bylaws) thal person appointed in the classified service as the administrative
head of a division of the Office of Student Financial Assistance.

Divisions (as used in these bylaws).a subordinate organizational element of the Office of Student
Financial Assistance which has been approved by the commission.

Lreculive Direclor(as used in these bylaws). thal person duly appointed by the commission pursuant
to R.S. 17:3022(B) to serve in the unclassified service as execulive director of the Office of Student
Financial Assistance, who shall be its chief execulive officer and the appointing authority for all classified
employees of the office.

Fiscal Officer (as used in these bylaws).that employee of the office assigned responsibility for
preparation and monitoring the approved budget of the commission, who may jointly serve as a director.

Lowisiana Student Financial Assistance Comuussion (as 1sed in these bylaws).the statutory body created
by R.S. 17:3021, el seq., which shall be composed of the members who are duly appointed and qualified
as provided by law. The commission shall be the governing body of the Office of Student Financial
Assistance and shall establish procedures for the selection and appointment of the unclassified employees
of that office, in conformance with applicable laws.

Office of Studen! Flnancial Assistance(as used in these bylaws).the organization created by R.S. 36:650
to perform the functions of the state relating to the programs of financial assistance and the certain
scholarship programs for higher education in accordance with the directives of the commission and
applicable law.

Article 1. Meetings

Section 1. Regular Meetings. The commission shall hold regular meelings which are limited in number
tol2 per year. All regular meelings shall be held al meeting places designated by the commission. Proxy
voting shall be allowed al all meetings for the chairman of: Stale Board of Elementary and Secondary
Education; Board of Supervisors, Louisiana State Universily; Board of Supervisors, Southern University;
Board of Regents; Board of Trustees and Louisiana Associalion of Independent Colleges and Universities,
or each of their designees; however, any proxy holder must also be a member of that respective board.
The superintendent of education may vote by proxy through a member of his/her executive staff. No
other members shall have the right of proxy voting.

Section 2. Special Meetings. Special meetings of the commission may be called by the chairman at
any time, or by the secretary upon writlen request therefor signed by a majorily of the members and
specifying the purposes of the desired meeting. Written notification shall be sent to each member al
least three calendar days before the time of the meeting.

Section 3. Compensation. Members of the commission shall receive compensation for their service
al the rate authorized by statute or as authorized by executive order, and shall be reimbursed for their
necessary travel expenses actually incurred in the conducl of the business of the commission.

The commission is limited to 12 meelings per year for which per diem may be drawn by commission
members.

Section 4. Quorum. A simple majorily of the commissioners shall constitute a quorum for the
transaction of any business, and a simple majority of the quorum present al any meeting voting in favor
or against a particular item shall be the act of the commission.

Article TII. Officers of the Commission and Executive Staff

Section 1. Chairman and Vice Chairman. The executive secretary to the governor or his/her designee

shall serve as ex officio chairman of the commission. The commission shall select a vice chairman



annually. Should a vacancy occur in the vice chairmanship, the commission shall elect a successor from
its membership. The commission may elect such other officers as it deems necessary.

The chairman of the commission shall preside over all meetings of the commission, serve as ex officio
member of all committees, name the appointive members ol all standing and special committees of the
commission, and fill all vacancies in the membership of such committees, in accordance with the
provisions of these bylaws.

The vice chairman of the commission shall perform the duties of the chairman in the absence of the
chairman of the commission.

In the event both the chairman and the vice chairman are absent from a commission meeting, the
commission shall elect a temporary chairman from those present.

Section 2. Secretary. The commission shall elect a secrelary annually, who may certify the minutes,
papers and documents of the commission or of its committees to be true and correct copies.

Section 3. Executive Staff. The executive staff of the commission staff shall include the incumbent
of those positions within the Office of Student Financial Assistance so designated by the executive
director and will normally be composed of the executive director, the staff attorney, the fiscal officer
and the directors of the divisions of the office, and such other personnel as may be required for the
efficient performance of the functions of the commission. The executive staff shall be tasked, directed
and supervised by the executive director.

Section 4. Authentication. Copies of all minules, papers and documents of the commission, or its
commitlees, may be certified to be true and correct copies by either the chairman, secretary or
executive director.

Article IV. Order of Business

Section 1. Rules of Order. When not in conflict with any of the provisions of this article, Avberts
Rules of Order(latest revision) shall constitute the rules of parliamentary procedure applicable to all
meetings of the commission or its committees.

Section 2. Order of Business. The order of business of regular meetings of the commission shall be
as follows:

a. roll call;

b. corrections and approval of minutes of preceding regular meetings and of all special meelings held
subsequent thereto;

¢. reports and recommendations of standing and special committees;

d. unfinished business;

e. divisional updates;

f. new business;

g. next meeling.

Section 3. Reference to Committees. In cases where feasible and desirable before taking action, the
commission should refer any subject or measure to the standing or special committee in whose purview
the matter falls. The committee to which the matter is referred should submit to the commission its
recommendations in wriling, together with any resolutions necessary to facilitate such recommendations.

Section 4. Meelings. Meetings shall be conducted in accordance with state law governing public bodies.
It shall be the policy of the commission thal all meelings be open to all who wish to atlend. The
commission shall enter into a closed or executive session by two-thirds majorily vote of the quorum
present. Prior to each regular meeling of the commission, the executive director, with approval of the
chairman, shall prepare and forward to each member of the commission a tentalive agenda for the
meeting al least five working days prior to such regular meeting. Upon request of three members of the
commission made prior to the fifth day before the next commission meeting thal a particular item be
included, the chairman shall place the subject or subjecls upon the agenda. All matters requiring
commission action, however, may be aclted on even though not carried on the agenda.

Each resolution shall be reduced to writing and presented to the commission before it is acted upon.
All official actions of the commission shall require a simple majority vote of the quorum present at the
meeling.

Section 5. Minutes. The minutes of the commission shall record official action taken upon motions
or resolutions which are voted upon by the commission and may contain a summary of reports and
pertinent discussion. The foregoing provisions relative to contents of the minutes shall, in general, also
apply to minutes of commitlees of the commission. The minutes of meetings of the commission become
official only when completed and approved by the commission.

Section 6. Meeling Attendance. Commission members are required to attend all commission meetings.
Failure to atlend three meetings annually will resull in a notice being sent from the commission to the
absent member stating that failure to attend one more meeting will resull in a request being made to
the appointing authority that the absent member be replaced. In the event a fourth meetling is missed,
said request shall be sent to the appointing authorily. Also, the absent member shall be relieved of



duties on any committee to which he/she has been appointed to serve. This section is not applicable
to meetings that are missed with just cause, as determined by the chairman.
Article V. Committees

Section 1. Standing Committees. Unless and until otherwise decided by the vote of a simple majority
of the membership of the commission, the standing commiltees of the commission shall consist of the
following:

a. [Kxecutive Committee;

b. Budget and Finance Committee;

¢. Personnel and Policy Committee.

Section 2. Appointment and Terms. Members of all standing committees, one of whom shall be
designated as chairman and one of whom shall be designated as vice chairman, shall be appointed by
the chairman of the commission, ordinarily soon after the chairman assumes office. The term of
committee appointments shall be one year.

Vacancies occurring among the appointive members of any committees, however arising, shall be filled
by the chairman of the commission for the remainder of the unexpired term.

section 3. Officers of Standing Committees. The chairman and the vice chairman of the commission
shall be chairman and vice chairman, respectively, of the executive committee. In the absence of the
chairman, the vice chairman shall preside. In the event both the chairman and vice chairman are
absent from a meeting, the commitlee shall elect a temporary chairman from those present.

It shall be the duly of the chairman of each committee to call and to preside over the necessary
meetings. The minutes of the meeting of the committee, showing its actions and recommendations, shall
be deemed in compliance with the provisions of Article IV, Section 3, hereof, concerning the written
recommendations of the committee.

Section 4. Quorum of Commitlee Meetings. A simple majorily of the membership present at a meeting
of a committee of the commission shall constitute a quorum for the transaction of business. When a
quorum is not present, the chairman of the committee, or vice chairman in the chairman’s absence, may
designate a member of the commission to serve as a subslitute member of the committee concerned.

Section 5. Authority of Commitlees. The authorily of commitlees of the commission shall be subject
to these bylaws and to the policies and direction of the commission.

section 6. FExecutive Committee. The executive committee shall consist of five members. The
chairman and vice chairman of the commission shall serve in those capacilies on the execulive
commilttee. The chairman of each of the other standing commitlees or the chair’s designee from his
respective commitlee shall be a member of the executive committee. The remaining person, for a total
of five members, shall be appointed by the chairman of the commission from the other members of the
commission.

The executive committee shall consider such matlters as shall be referred to it by the commission and
shall execute such orders and resolutions as shall be assigned to il al any meeting of the commission.
All official actions of the execulive commitiee shall require a majorily vole of the quorum present at
the meeting. The execulive committee shall also approve all budget adjustments prior to submission to
the appropriate authority. In the event thal an emergency requiring immediate commission action shall
arise belween commission meetings, it shall be the duly of the execulive committee to meel in
emergency session to take such action as may be necessary and appropriate. The execulive commitlee
shall report the actions it takes in emergency session to the commission for ratification at the
commission’s next meeling.

Section 7. Budgel and Finance Committee. The Budgel and Finance Committee shall consist of not
less than six members of the commission. Normally, to this committee shall be referred all matiers
related to budget and to policies concerning the financial management of the commission and the office.

Section 8. Personnel and Policy Committee. The Personnel and Policy Committee shall consist of not
less than six members of the commission. Normally, to this committee shall be referred matters
concerning reorganization of the office. This committee shall hear appeals pursuant to the office’s
grievance procedure.

Section 9. Special Commitlees. As the necessily therefor arises, the chairman may, with the
concurrence of the commission, create special committees with such functions, powers and authorily
as may be delegated. The chairman may appoint ad hoc commitiees for special assignments for limited
periods of existence not to exceed the completion of the assigned task.

Article VI. Communications to the Commission

Section 1. All communications to the commission, or to any commitlee thereof, from persons having
official relations with the commission shall be filed in writing with the execulive director and duly
transmitted by him to the commission. The execulive director shall have the authority to read and
comment upon all communications from employees of the office but shall not delay or withhold such



communications, except as hereinafter provided. Such communications shall be filed with the executive
director at least five days before the meeting of the commission or committee and with the chairman
al least three days before such meeting. Otherwise, the executive director may either submit such
communication at that time or withhold such communication until the next meeting. In the event the
executive director elects to withhold any such communication until the next meeting, such
communication shall be promptly forwarded to the chairman with the notation of the executive director
concerning such withholding.

Article VII.  Rights Duties and Responsibilities of the Executive Staff of the Commission

Section 1. Executive Stalf of the Commission. The executive staff of the commission staff shall include
the incumbent of those positions within the Office of Student Financial Assistance so designated by the
executive director and will normally be composed of the executive director, the staff attorney, the fiscal
officer and the directors of the divisions of the office, and such other personnel as may be required for
the efficient performance of the functions of the commission. The executive staff shall be tasked,
directed and supervised by the executive director.

Unless otherwise directed by the executive director, the executive stalf shall attend the meetings of
the commission and its various committees.

section 2. Executive Director

a. The executive director shall be the executive head and chief administrative officer of the Office
of Student Financial Assistance. The executive director will be responsible to the commission for the
conduct of the Office of Student Financial Assistance in all affairs and shall execute and enforce all of
the decisions, orders, rules and regulations of the commission with respect to the conduct of the Office
of Student Financial Assistance. The executive director shall be appointed by and shall hold office al
the pleasure of the commission. The executive director’s discretionary authorily shall be broad enough
to enable him/her to meet his/her responsibilities, in the day—to—day operations of the Office of Student
Financial Assistance.

b. The execulive director shall be the "appointing aathority” for the purposes defined by state civil
service law, rules and regulations and shall exercise the authorily granted to an "appointing authority”
thereunder.

¢. Subject to these bylaws and the regulations and directions of the commission, the executive
director shall:

1. establish administrative policies and procedures for the operation of the Office of Student
Financial Assistance;

2. plan, organize, supervise, direct, administer, and execute the functions and activities of the
Office of Student Financial Assistance;

3. prepare and present a business plan and consolidated budget for the Office of Student Financial
Assistance and the commission;

4. serve as governmental liaison and spokesperson for the commission;

5. promote the development of the commission’s programs.

d. The execulive director shall task, direct, and supervise the executive staff.

e. The executive director shall be responsible for ensuring compliance with the legislatively enacted
budgets as approved by the commission.

Section 3. Directors of Divisions

a. There shall be a director for each division of the Office of Student Financial Assistance, appointed
by the executive director in accordance with state civil service laws, rules and regulations. Under the
direction and authorily of the executive director and the rules of the commission, each director shall
administer the division for which he/she is appointed.

b. As the administrative head of a division, the director shall be responsible to the executive director
for planning, supervising, directing, administering and execuling the functions and programs assigned
to the division in accordance with all applicable laws, rules, regulations, policies, directives, and budgets.

¢. The directors may invite members of his/her administrative staff to aid him in his/her
presentations to the commission.

Section 4. Delegation of Authority

In the absence of the execulive director, the director of the loan division, as delegated by the
executive director during his/her absences, will assume the duties of the executive director. In the
event both the executive director and the director of the loan division are absent, the executive director
will appoint another division director to assume the duties of the execulive director.

Section 5. Agency Fiscal Officer (Manager)

The fiscal officer is responsible for assisting the directors in developing annual operaling budgets
based upon the commission’s approved business plan. This shall include the functions of review and
recommendations concerning the budgetl of each division and the preparation of a consolidated budget,



as well as monitoring and reporting the budget as approved by the commission and enacted by the state
legislature.
Article VIIT. Responsibilities of Commission Members

Commission members are charged with the responsibility of ensuring that the functions and duties of
the Office of Student Financial Assistance are performed effectively in fulfilling the purposes of R.S.
17:3021 et seq. Prior to assuming the responsibilities to which appointed and to avoid any potential
conflict of interest, a commissioner shall, to the best of his or her knowledge, disclose to the State Board
of Fthics any pre—existing relationship between the commission and the commissioner or any member
of the commissioner’'s immediate family or any entity in which the commissioner has a substantial
economic interest. This obligation to disclose is a continuing obligation.

Article IX. Amendment or Repeal of Bylaws

New bylaws may be adopted, and bylaws may be amended or repealed, at any meeting of the
commission, but no such action shall be taken unless notice of such proposed adoption, amendment, or
repeal shall have been given at a previous meeting or notice in writing of the proposed change shall have
been served upon each member of the commission at least 30 days in advance of the final vote upon
such change, provided, however, when deemed necessary, that by a simple majority of the entire
membership of the commission, the requirements for such notice may be waived at any time.

Article X. Rules and Regulations of Louisiana Student Financial Assistance Commission

Section 1. Any actlion by the commission establishing policy or methods of procedure, administrative,
business, or otherwise shall be known as "Rules and Regulations of the Louisiana Student Financial
Assistance Commission.”

Section 2. "Rules and Regulations of the Louisiana Student Financial Assistance Commission” may be
adopted by the commission, or may be amended or repealed, in whole or in part, al any meeting of the
commission by a vote of simple majority.

Section 3. All policies and procedures of the commission falling within the definition of rules and
regulations, as herein defined, and in existence upon the date of the adoption of these bylaws, shall be
a part of the "Rules and Regulations of the Louisiana Student Financial Assistance Commission."
Article XI.

These bylaws shall be adopted and shall become effective on the date they are published as final rule
in the Jowisiana Kesister
Article XII. Repealing Clause

All rules, orders, regulations, and resolutions heretofore enacted or adopted by this commission, which
are in conflict with these bylaws, are hereby repealed.

Interested persons may submil written comments on the bylaws until 4:30 p.m., August 20, 1996, at
the following address: Jack L. Guinn, Executive Director, Office of Student Financial Assistance, Box
91202, Baton Rouge, LA 70821-9202.

Jack L. Guinn
Executive Director

FISCAL AND ECONOMIC IMPACT STATEMENT
FOR ADMINISTRATIVE RULES
RULE TITLE: Bylaws

[ ESTIMATED IMPLEMENTATION COSTS (SAVINGS) 10 STATE OR LOCAL GOVERNMENTAL UNITS (Summary)

No implementation costs are anticipated to resull from this action.
[I.  ESTIMATED EFFECT ON REVENUE COLLECTIONS OF STATE OR LOCAL GOVERNMENTAL UNITS (Summary)

No impact on revenue collections will resultl from this action.
IL. ](ESTIMATED) COSTS AND/OR ECONOMIC BENEFITS TO DIRECTLY AFFECTED PERSONS OR NONGOVERNMENTAL GROUPS

Summary

Publication of the bylaws will make affected persons and nongovernmental groups aware of their existence.
[V.  ESTIMATED EFFECT ON COMPETITION AND EMPLOYMENT (Summary)

No impact on competlition and employmenl is anticipated to result from this action.

Jack L. Guinn Richard W. England
Executive Director Assistant to the
96064 051 Legislative Fiscal Officer



